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Soliloquy for Supervisors * 

(With apologies to Hamlet and Shakespeare. ) 

To train or not to train, 

That is no problem. Surely ’tis wiser in a Chief 
To spot well in advance his training needs, 

And by a prudent plan fulfill them. 

The slings and arrows of outrageous fortune 
Fall not by chance alone: they land the most 
Upon the heads of those who close their eyes 
And say, “We have no time to train— 

We have too much to dol” “Too much to do,”— 

Aye, there’s the rub, for while the poor souls struggle hard 
To do their daily work, they fall behind. 

Their errors mount, their frantic efiforts fail, 

And soon they are ifnmersed up to their ears. 


PYRGHT 


-Manes Spector 


* From Personnel Administration magazine, page 21, 
Sept. - Oct. 1956 edition 
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HEIUS 








MVE you A QUESTION CONCERNING LAN- 
GUAGE AND AREA INSTRUCTION? 


SELECT PUELIGATJONS AVAILABLE TO lOU 


Quesjtions regarding policies, proce- 
dures, and substance concerning lan- 
gmge and area instruction should Ibe 
directed to those Language and Area 
&chool/0TR offices listed in the OTR 
Training Of f icer Direc tor iaa sec- 
tion of the OTR Bulletin - " 

Individual class instructors in the 
^nguage and Area School include Con- 
tract Employees and personnel from 
^her offices assisting the Office of 
X^ainingin the conduct of instruction: 
they are less able than IAS staff mem- 
bers to give authoritative answers to 
your questions. 


OTR BIBLIOGHAIHIES AVAILIBLE TO YOU 

Copies of the followin^j spejciallj'' 
prepared bibliographies «ire' etvaila- 
ble and may be requested tlirough 
your Training Officer, or by call- 
ing the Chief, OTR Library, ex- 
tension 3096: 


^pionage - A Selecte d Biblipg- 
2£ Books in Gerri^ n and Eng— 
TR RM No. 0-53ir"l0~i^, 
Unclassified, October 1956; A Se- 
Reading Li^ of Ecjpnomic 
Conditions Ceylon . China ,. For - 
mosa, Jjidia. Indonesia . jiai:>an l and 
SOsistas, TR mi 0-530, 13 pages. 

Unclassified, September 1956; Coyer 
^tories ( Selected excornts from 
books) TR RM 0-520, U pages. Se- 
cret, July 1955, 


« « « « « H 


The OTR Library has a number of i 
select publications on the subjects ; 
of communism, espionage, guerrilla 
warfare, resistance-, and survival. 

You may request copies by calling ; 
the Chief, OTR Library, extension i 
3096. They are Tinclaasifled. 

Titles Include; 

Ansvrer Please I Que stions for Coiimi ;- 
nists by Stephen Naft 

Kie Strategy of Communist Tnf-ii - 
taxation — The Case of Cze cho Slovaki a 
by Ivo Duchacek — — — — — 

^ Talces a Russian ^ Beat a Rus- 
by Wallace Carroll "" 

^ -^ytial Documentatinn of 
§22I£ Espionage Case - USA/FEC ' 

Guerrilla Samuel B. Griffith 

Guerrilla Warfare-The Organizatinn 
and Employment of Irre)rni>,-r.c 
the Greek General Staff 

Guerrilla ^rfare (translation from 
the Chinese) Mao Tse-Tung 

Operations Against Gnerrma Por- 
ps - Special Text 31-20-1, Infan- 
try School, Fort Benning, Georgia 

^ Resistance by Julian Amery 

Resistance Movements in the War by 
Colin Gubbihs 

jSurvlval Training Course - Royal 
Canadian Air Force 


S-E-a.R-E_T 
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STATS PEC 


CABLE & DISPATCH REFRESHER TRAINING 
GIVEN 36 OSI PERSONNEL 


OTR CONDUCTS SPECIAI^RESMTATION OF 
UBTTTNO NDRKSHOP 


25X1 A9a 


Special cable and dispatch refres^ 
er training recently was given 36 
merr^bers of the Office of Scientific 
Intelligence. In September, Helen 

I Administrative 

Training instructors, 


held two spe~ 


cial classes requested by OSI. 


FOIAbSbl 
FOIAbSbl 

th^ Writing Workshop Beginning 31 
October 1956. Sessions will be held 
Wednesday and Friday afternoons for 
five weeks, at 1717 H Street. 



Each class consisted of three mori^ 
ing sessions, the first two concerned 
cables and the third, dispatches. 
Message writing techniques; the 
Agency’s cable format; dispatch sub- 
ject; and contents and format were 
explained in detail. Class work was 
based on current cable traffic and 
dispatches of interest to OSI„ 

Requests from components interested 
in such special presentations should 
be directed to Chief, Intelligence 
School/OTR, extension 3832. 


« « « » « 


Content of this special presenta- 
tion remains the same as in regular 
classes: generally, a short review 
of writing fundamentals, with a look 
at the most common writing pitfalls* 

During the 30-hour course students 
work on material from their jobs, 
and do standard exercises in accu- 
racy, conciseness and clarity of ex- 
pression. 

Dates for regular presentations of 
Workshop course are avail- 
able to you in the Intelligence Sphopj 
T.nncr,Term Schedule. OT R Catalog. 


25X1 A9a 
25X1 A9a 
25X1 A9a 

25X1 A9a 


key ASSIGNMENTS IN THE OPS SCHOOL 

is now 

Operations S chool , vice 

is now Assistant Chief 
for Field Training, Operations School, 

The extension 

of the Operations School is 3102. 

» * » » * 


Components interested in special 
presentations may direct inquiries 
to Chief, Intelligence School/OTR, 
extension 3832. 


**#*««* 


S-E-C-R-E-T 
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CZ15CH NEVJSPAPER READ® PUBLISHED — 
SECOTTO IN'FOREIGN LANGUAGE SERIES 

Language and Area School/OHl, has 
just published the Czech Newspaper 
Reader, unclassifie'3'^ For use ^ 
intermediate and advanced classes, it 
consists of a compilation of articles, 
printed items, and cartoons from 
current Czech newspapers and journals, 
representing the fields of sociology, 
economics, politics, sciences, sports, 
the arts and other items of intelli- 
gence interest. 

Produced by photo offset process, 
it contains 70 pages, and is styled 
in the popiilar "pocket book" size; 
type is "blown-up" to about twice 
original newspaper size. 

The Czech Newspap er Reader is the 
second of a series being produced by 
the Eastern Studies Staff/LAS to 
remedy the lack of commercial texts 
with "area" type materials and read- 
ings of special interest to intelli- 
gence personnel. There are in prepa- 
ration Slovak and Polish news{)aper 
readers. Eventually, Hungarian, 
Bulgarian, Serbo-Croatian and Albanian 
readers will be produced. 

You may request a cop^o^th^Cze^ 
reader by calling 
extension 2381. 

CLERICAL SKILLS QUALIFICATION TESTS 
SCHEDULED FOR NOVEMBER AND DECEMBER 

Clerical Skills Qualifications 
Tests in shorthand and typewriting, 
administered to on-the-job employees 
who must meet Agency standards, will 
be given every other Tuesday during 
November and December as followsj —=* 



6 November 20 November 

U December l8 December 


(Typewriting* 1315 hours 
Shorthand * lUOO hours) 

These tests are given in Room 2300, 
Alcott Hall, second floor, VJing C. 

Supervisors who wish to have em- 
ployees tested should get in touch 
with their Personnel Placement Offi- 
cers. The officers will arrange for 
test registration. 

Usually, employees who do not meet 
the Agency clerical skills standards 
in these tests should be enrolled in 
the Clerical Refresher Pro gram , which 
is lisied iinShe fflR catalog , courses 
B-12 to B-19» 


» « 


lAC AGENCY GUESTS TO BE HOSTED 
bi-monthly by OFFICE OF TRAINING 
AT INTELLIGENCE PRODUCTS EXHIBIT 

On 8 November, some $0 members of 
other lAC Agencies will attend the 
regularly scheduled showing of the 
Intelligence Products Exhibit in the 
R & S Building7 

This is a part of a new program for 
broadening the usefulness of the 
exhibit. Every two months lAC 
personnel will be invited to attend 
so that they may become increasingly 
familiar with CIA activities. 

Invitations are extended to members 
of other agencies by the components 
of CIA which deal most closely with 
them. The coordination of the invi- 
tations, including the setting up of 
quotas, the requesting of security 
clearances for visitors invited by 
the non-OTR CIA components, and arrange- 
ments for transportation to and from 
the R&S Building, are handled by the 
staff of Intelligence Orientation/ OTR, 
exte ns ion 33h3» 


S-E-C-R-E-T 


«*»*«■** 
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SEMINARS IN CONVERSATIONAL RUSSIilN 
NOW OPEN FOR REGISTRATION 


Two-hour seminars in conversational 
Russian begin this month. On succes- 
sive Wednesdays, 0930 to 1130 hours, 
native or bilingual instructors will 
guide two 8-student groups -one at the 
intermediate and one at the advanced 
level of proiiciency-in informal dis- 
cussion concerning current events and 
a variety of other interesting topics. 


25X1 A9a 


Language smd Area 
School/OTR, makes the point that, 
"i^'hile those who first apply for the 
seminars naturally will have prefer- 
ence, a personal interview is required 
of each applicant in order to deter- 
mine his or her present proficiency 
in conversational Russian.” Reserva- 
tions in each of the seminars depend 
on the inte;rviews, of course. 


The seminar schedule follows: 


25X1 A9a 
25X1 A9a 


Vfednesday: 0930 to 1130 houi's 
Inte rmecKgTte: 

Leader 

Adva nced; 

Leader 


Contact your Training Officer in 
regard to application. He will 
arrange for the submission of neces- 

your interview 

^lOAlAyawith extension J?38l, 


# -Sf * 

NEXT INTELLIGENCE PRODUCTS KXR IBIT 
SCHEDULi?D 8 NOVEMBER, THURSDAY 

Members of the Agency are invited 
to attend the Intelligence Products 
Exhibit, scheduled to be shown in the 
Auditorium of the Recreation and 

— ■> 


Seirvice Building on Thursday, 8 No- 
vember, between 0930 and 1200 hours. 

Designed primarily as an integral 
part of Intelligence Orientation , 
course B-3 in your OTR Catalog , tHe 
exhibit has been found to be of great 
interest and significance to members 
of the Agency, The exhibit is unique 
in that it presents in one room a 
comprehensive view of the greater 
part of the intelligence activities 
of CIA. 


it 


GUIDANCE TO PREPARATION OF FORM 1025 

lYaining Officers responsible for 
the preparation monthly of the Indi- 
vidual Training Code Sheet, Form No. 
1025 in some instances have reported 
unnecessary information relative to 
the student's office of assignment. 
The blocks in paragraph 2 of Section 
I and II are to be completed with 
only two levels of organization sho^m. 
Examples: 


A student from the Office of Train- 
ing should be reported as: 


Off 

Div 


s 

TR 



A student from a DD/P area division: 


Off 

Div 


P 

SE 



A student from a DD/I component: 


Off 

Div 


I 

OCR 



Components sponsoring training are 
reported similarly in Section II, 
paragraph 2, 


Information concerning administra- 
tion of Form 1 025 is available by con- 
t^ting Chief,^^^H^H^/2iS|K;iA 
extension 373;^^^^^^^^^^™ 


S-E-C-R-E-T 
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HANDLING QUANTITATIVE DATA 
COURSE DEVELOPED FOR ORR ANALYSTS 


At the request of the Office of 
Research and Reports, the Office of 
Training has initiated a course for 
ORR analysts s Handling Quantitative 
Data . The course covers most of the 
fundamentals of statistics needed in 
the solution of day-to-day problems 
faced by Economic Area personnel. 
Because of this need for specialized 
training, current overt data are be- 
ing used to supplement a statistics 
text and laboratory workbook, and as 
the course progresses most of the 
instructional materials will be ORR 
research data. 


Principal instructor isl 

Deputy Chief, Language and 
>chool/0TR. From time to time, 
key officials of ORR will partici- 
pate in the program. 


25X1 A9a 
25X1 A9a 


The course began in “M” Building 
with 21 students on 9 October and 
will continue for 30 sessions of 1-^ 
hotirs, meeting twice weekly. 


Requests from components interest- 
ed in such special presentations 
should be directed to the Chief, 
Language and Area School/OTR, exten- 
sion 8015. 


* « * « # # 


S-E-C-R-E-T 
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Colurses, flclivities, ond Pro^roms 


A^ERICANS ABROAD 



3 DECEMBER TO 7 DECEhiBSElS X 1 A 


25X1 A9a 


This course will be given tonday through Friday, from 1430 to 1700 
hours, in Room 2524^Qmrters Eye. While this is scheduled as a part of 25X1 A 
the Integrated I.anguage and Area IProgram, it may be taken as a 

separate course^an^oependents will be admitted. Registrations will be 
acceded up to 19 Novembeir. For further information, please call Mr. 
extension 3275, 


BASIC COUNTRY SURVEY GERMANY 4 DECEMBER TO 21 FEBRUARY 


The Basic Coimtry Survey •— Germany will be offered on Tuesdays and 
Thursdays from 0900 to 12i00 hours in Room 2132 "I" Building, Applications 
must be received by the F'egistrar, Office of Tr aining, on or bef ore 20 Nov- 
ember. An interview withi the chief instructor, Rooig^^9^9a 

'*!" Building, extension 4437, is required of all applicants prior to 4 Dec- 
ember, Ask your Training; Officer to arrange for the interview appointment. 

The principal objective of this course is to give the student a broad 
understanding of Germany's role, both present and prospective, in world 
affairs. Emphasis will be placed on the relationships of West and Ehst 
Germany to American and to Soviet strategy. 

In the early weeks of the course the focus will be on the geographical, 
historical, economic, sociological, and political aspects of the two Ger— 
manys. Students whom the instructor considers already well-grounded in 
such biisic material may be excused from app>ropriate classes. The subject 
matter of the course will be organized in ^inits presented by the chief in- 
structor and guest specialists. Students vrill be expected to read appro- 
priate source materials and to engage in class discussion on each unit. 


S-E-(3.-R-E-T 
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INTEGRATED RUSSIAN PROGRAM (PHASE II) 7 JANUARY TO 5 APRIL 19 ^7 


25X1 A9a 


The second P^ase of the f ^egrated progra^ of languag and ar^ tr^n- 

?./. Itecenber 1956 . An Interview with tte ^aguctor, 

2605, Vlng G, Q\iarters Eye, extension 3239, is require 

applicants. 

The second phase of this course is designed to 
the USSR and to isprove the student's knowledge of the RussUn la^ge. 

^?rhisfor;:isStofjiimruw^ 

of coimunlsin, propaganda, amy and navy, ato 

Whereas the first phase of the program deals prlinarily with 

^ SssS! tS sstond phase will deal primarily with Russia and the USSR 

from 1917 to the present. 

A nlnlsnm of two years jnrt-ttoe, or nine months 
Russian, or the equivalent. Is a prerequisite to enrolling in this course. 


S-E-C-R-E-T 


25X1 A9a 
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SPECIAL LECTURE SERIES: 

_3PHERE OF. lUDIAN lUFLUEMCE IN SOUPtfFAflT ASTfl 


12 OCTOBER TO 
21 DECEMBER 


In gaining additional knowledge on the 
.jilLijou theast As5a are invited to attend the 


2 November 
I 9 November 


16 November 


23 November 


7 December 


14 December 


21 December 


SCHEDULE 

BURMA AND CEYLON— THE BUD DHIST WOULD 
Speaker: OTR 25X1 A9a 

MALAYA-INDEPENDENCE 

Speaker: Rufus Z. Smith, Officer in Charge 

Malaya Affairs, SEA, Department of State 

INDONESIA-UHICH WAY? 

Speaker: Francis T. Underhill, Officer in. Charge ' 
Indonesia & Pacific Island Affairs, SPA, 
Department of State 


FOOD AND PEOPLE 
Speaker: 

THE COM«'UTJ]: ST Dlj^ACT 
Speaker: 


OTR 


OTR 


FIIMS ON THE AREA (I 3 OO-I 63 O hours) 
SYMPOSIUM: INDIA - EAST, WEST OR NEUTRAL 


25X1 A9a 
25X1 A9a 


S-E-C-R-Ii-T 
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25X1 A9a 


SPECIAL LEX^TDKB SERIES: 

IK THE MAJOR LANGUAGES OF THE WBID 


10 OCTOBER TO 

i m m ? , 


All CIA personnel Interested In in^roving their language proficiency azid 
area knowledge are invited to attoid a series of foreign language lectures 
(see Lecture Schedule below) presented Wednesdays at 1530 hours. In room 1016, 
Recreatloo and Se r^gg^^^^g. Information regarding the series may be ob- 
tained It* calling extension 2381 or 3629* 7ou will, of course, 

obtain authoriza'U.on from your supervisor prior to attendance at any one of the 
lectures. 

Recognizing the need for increased knowledge in the language and area 
fields, the Office of Training is offering this series of lectures to be 
given in the major languages of the world hgi CIA personnel. Topics of par- 
ticular interest, both to analysts and personnel in operations, have been 
selected. The purpose is twofold! To advance your knowledge of foreign 
languages j to increase yoxir insight into the understanding of foreign 
peoples -- their patterns of thought and behavior. 

A special feature of the program is the amount of attenticm devoted to the 
theme "tfaderstanding and Dealing With Foreign Peoples." Individual lecturers 
will speak on how to tuulerstand and deal with the Russians, the Japanese, the 
Latin Americans, etc, Li this way, mudi of the "know-how" gained by our peir- 
sonnel through years of experience will be transmitted to you. As a result, it 
is hoped that in your contacts with the different nationalities, both here and 
abroad, you will be able to establish more effective rapport and attain better 
results. 


Summaries of the lectures, in English, will be provided in the "Understand- 
ing and Dealing With Foreign People" talks, and also in a few other instances. 
The lecture in Arabic, due to the very limited nxunber of Agency personnel able 
to understand this language, will be given in Ehglish with a brief soionary fol- 
lowing in Arabic. 

SCEEDDLE 


10 October Japanese 

17 October French 

24 October German 


"I3ie Conmmist Farl^ and Leftist Movements ln26|yiA!9a 
(Summary in Bigllsh), Foreign Branch, OCR. 

"Ifalty and Diversity in Western E urope" (With 
taken from recent European trip), wR 


"The Development of East Geimiany's Econony," Leo 

EE 25X1 AQa 


S-E-C-R-E-T 
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IQONTIME MOVIE PRf)P,-Rp' 


NOVEMEiER AIID DEnR^T>?.T? 


invited to attend the various foreign languat'e and English 

infills Fn^r i-uilding, at 1200 hours on the follow- 

ing days. Fi^s of toth entertainment and factual types are Included 

‘o improve your l^Sguage prcfiSS^y, 
knowledge, you will find these programs interl 

schSSljffS^! to fecure a 

SepJf e«li be^made. For further information, 

her CTO 2381. Please watch your Decem95X1A 

Chiar-T~^ location of film showings, to Wing "J" 

v^rS^r^’ ^ announced later. You will, of bourse, 

wish to arrange with yom? supervisor for authorization to attend those 
filiTiS which require ttoe in excess of your lunch hour. 

5 November 
tonday 


6 November 
Tuesday 

7 Noveiflber 
Wednesday 

8 November 
Thursday 


9 Novemiber 
I'riday 

12 November 
Monday 


13 November 
Tuesday 

14 November 
Wednesday 


Ukrainian language area film: «The Ukraine" C 6006 (54 min.) 

Italian fi lm: "Prelude to M adness" D0058 (90 min.) 
location: 25X1 A6a 

Russian newsreels ( 4 ) (60 min.) 

English shorts: "Poland Today" E6027 (45 min.)j "Recon- 
struction of Warsaw" H7324 (22 min.); and silent film: 

J?arms and Towns Along the Danube" E2455. (Total: 90 min.) 

French mystery film: "Savoy Hotel 217" D6242 (90 min.) 

Russian area films, .cwiglish track: "The Urals" 06281 
U 8 min.) "Northern Pukovina" C6282 (11 min.): "Autimn in 

Stefl^" 47 ^mln "Southern Caucasus" C6544 (8 min.- 

J6620, 

E 6 O 33 , i^035. (Total: 60 min.) 

Russian fesiture : "Stepan Razin" E 1623 (90 min.) 


15 November 
Thursday 


19 November 
Monday 

20 November 
Tuesday 


(lOrnin.); GO 88 I (6 min, 

2 : S o (6 ,.inp (3); GO 824 (9 n.1, 

^2)^74^ (9 m;].n. ) (Total: 60 min. ) Location: ■■XIASa 

25X1 A6a 


Russian area films: "Soviet Black Sea Area" D 6 IOO (37 rr. 
In Russian; "Minsk Today" (34 min.) H 6619 (In English) 

Italian film: "Revenge" D0058 (An Italian PCW returns 
war) (64 min.) 
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21 November 
Wednesday 

22 November 
Thursday 


23 November 
Friday 

26 November 
Monday 


27 November 
Tuesday 


28 November 
Wednesday 


30 November 
Friday 


3 December 
Monday 

\5 December 
Wednesday 

6 December 
Thinrsday 

7 December 
Friday 

10 December 
Monday 


11 December 
Tuesday 


Russian newsreels (4) (^0 min.) 

Chinese short subjects: B6028 (10 min.); B602^2^imOj 
B6030 (20 min.); Total: 50 min. ) Location: 

Japanese leature with English titles : "^jfe^^rieon^ 
in Siberia” D6244 (90 min.) location. 

Russian Area films in English: "Sunday in ^ni^rad" 

H6331 (1£ min.); "The Volga'* H6444 ) 

of Crimea" E6290 (11 min.); "CBS Travelogue' G7312 (12 rain.) 

(Total: 62 min.) 

Norwe'^ian-English film: "The Fight for Heavy “Jater" D6173 
(90 min. ) (British intelligence and No^egie.n ^^J^^round 
act against I'fezi installations); "King Haakon" D5008 (3 min.J 

Iranian (Persian) shorts: "Teheran" D6386 (26 min.) ^ 
"Tabriz" lf/221 (ll min.); Newsreel H657 (12 min.) (Tota^: 

49 min.) 

Gennan film: "To p Secret File" D6395 (BO 

(Counter Intelligence in Hitler 

Reich) 


PnaCTQn filin' 


VCf■^Tr^ o'F. rrf3.orff-ia“ D6381. 60 


Russian filmi: "Peter the Great" C6234, 90 min. 


French film (English titles): "Ite.zumov" D6176, 98 min. 
(Story of Czarist Russia's master spy) 


Czech, film: "Anna Proletarka" G6085, 135 min.. 


Russian area film: "Soviet ^zerteidzhan" D6044, 46 Mn. 
(English track); "Soviet Armenia" G6250, 5 min. (German 

track ) 

Chinese film: "The Heroes of Pel Ya^ 

(Chinese track, German narration on Communist 8th Anry) 

Location: 25X1 A63 


12 December 
Wednesday 

13 December 
Thursday 


Russian newsreels 

Italian film (English titles): "Paisan" D6577, 120 min 
(story of wartime Italy; directed Rossellini) 
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17 December 
Monday 


Russian area film: "Soviet Uzbekistan" D6320, 52 min 


19 Deicember 
Wednesday 

20 December 
Ihursday 


21 December 
Friday 

27 December 
Thursday 


Russian film: "Sadko" E6306, 90 min. 

(Film of opera based on Russian folklore) 

Danish fil m; "Invisible Arm y" D6120, 90 min. 

Location: (Semi -documentary of Danish 

wart line resistance and sabotage) 


German fil m: "Story of a Do ctor" DI 437 , 108 min. 
Location 


Russian film: "Donetz Miners" C6390, 90 min. 


S-E-C-R~E-T 
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SELECTION OF AGENCY CANDIDATES TO ATTEND 
SENIOR DEFENSE COLLEGES AND OTBER QUOTA SCHOOLS 

(By Chief, Plans and Policy Staff, 

Office of Training, Extension 3531) 


The CIA Career Council has recently modified the procedures for the 
selection of Agency representatives to attend the senior colleges and 
schools of the Department of Defense and the Advanced Management Course 
at Harvard University. The revised procedirres are Being employed this 
fall for the first time in making nominations to the Director of Central 
Intelligence of candidates for the next year's sessions. Devised to 
insure that the Best qualified persons are selected as representatives 
of the Director of Central Intelligence, the new procedures require that 
Heads of the Career Services review the qualifications of all eligiBle 
Career Staff memBers under their jurisdiction Before recommending candi- 
dates. Previously, only those individuals who applied were considered^ 
for the courses. Now, individuals may apply for consideration as candi- 
dates, But they will Be in competition ■\rith those 'viho are identified By 
Career Boards as eligiBle. 

SELECTION PROCEDURES 

Tlie eliglBility of Career Staff employees will Be reviewed annually 
By Career Service Boards. Heads of Career Services will recommend to_ 
the Deputy Director concerned those Career Staff employees who are eli- 
gible for any one of the instructional programs. The recommendations of 
Heads of Career Services may or may not include those individuals who 
have applied to their Career Service Boards. Each Deputy Director will 
recommend to the CIA Career Council (prior to December of each year) 
two candidates for each position allocated to the Agency By each school. 
Principal and alternate candidates for each of the student positions will 
Be recommended to the Director of Central Intelligence By the CIA Career 
Council in December. The Director of Central Intelligence \7xll make his 
nominations to the schools from this group. 

ELIGIBILITY REQUIREr.IBNTS 

Only memBers of the CIA Career Staff will Be considered for selec- 
tion to attend these schools. Career Staff memBers who apply or are 
nominated must Be qualified to meet the entrance requirements of the 
institution Involved and Be judged capable of achieving the objectives^ 
of the training program. Further, attendance By the persons selected in 
these programs of instruction must Be shown to Benefit the Agency in 
their current assignments or assignments proposed for them By their ^ 
Career Service Boards on completion of the instruction. Qualifications 
required By the schools and colleges are detailed in the 9^, 
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Individual applications foi* tliese couTsas ars made to Carssr Service 
Boards on Form 136 , or as required By the individual* s Career Service 
Board. All nominations to the CIA Career Council are fonrarded in 
memorandum foimi. 

COTIRSaS Aid) SCHOOLS 


The CIA Career Council cieterminss the €jxternal courses or schools 
whose nominees are to he selected hy these procedures. Presently the 
senior schools and colleges of the Dispartment of Defense and other top 
level civilian programs have been designated. This is the list of 
schools and courses with the Agency quotas and usual dates of the course: 


SCHOOL 

QUOTA 

application 

DATE 

CONVENES 

COURSE 

DATE 

NATIOHAI. WAR COLLEGE 

lEDUSTRIAL COIIEGE OF THE 

2 

April 

August 

June 

ARMED FORCES 

1 

April 

August 

June 

ARMED FORCES STAFF COLLEGS’^^- 

1 

December 

February 

Jxme 


1 

May 

August 

Jan, 

ARMY WAR COLLEGE 

2 

February 

August 

June 

KAVAL WAR COLLEGE 

1 

February 

August 

June 

ADVMCED MAirnGSIiENT GOURSE'S'^ 

1 

November 

Februaiy 

May 

Harvard University, Gradusite School 
of Business Administration 

1 

June 

September 

Dec, 


* Agency candidates for both sessions are named in December, 


SCHOOL EimOLDiErTTS 


The Director of draining is responsible administratively for employees 
while they are attending these schools, and for their enrollments. In 
collaboration with him and the Director of Security, the Deputy Directors 
for Intelligence, Plans and Support each instruct Agency representatives 
chosen for these schools on the nature and extent of information about 
the Agency which may be discussed witJa, the faculty and student body at 
each school. 
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25X1 A 


SUMMARY 

New procedures for tlie nomination of Agency candidates to top level 
military and civilian schools insure the consideration of all Career ^ 
Staff members who are qualified and the selection of the best qualified 
candidates in the interests of the Agency as a whole. 25X1 

CIA Regulation ^^^Band Notice outline procedures 

different than those discussed in this a^^^ for the selection of 
these candidates. The regulation and notice will be rescinded in a 
short time. Agency Training Officers should retain this article, 
referring also to the procedures established by their Career Service 
Boards and special memoranda from the Director of Training when^ candi- 
dates are to be selected for these eicternal courses of instruction. 


S_E-C-R-E-T 
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For infornation regard j.ng coursesi and registration procedure, read your 
QTR CATALOG OF COUR SES and the OI ' R Bulletin , and consult your Training 
Officer. To register in a course, secu]re the approval and sponsorship 
of yow STmervisor* OTR registration deadline and coiirse dates are as 
follows: please check with your Training Officer regarding Mg special 
deadline dates for submission of applications within your component^ 


COURSE TITLE 

COURSE HU^aER 

REGISTRAR'S 

DEADLINE 

COURSE DATES 

Intelligence Orientation 

B-3 

19 November 

26 Nov — 21 Dec 

Administrative Procedures 

B-4 

26 November 

3 Dec - 21 Dec 

Basic Supervision 
(GS-9 to 11) 

B-7 

19 November 

26 Nov - 7 Dec 

Basic Management 
(GS-11 to 13) 

B-8 

3 December 

10 Dec - 21 Dec 

Clerical Refresher Program 

r 

B-12 to 19 

12 November 

19 Nov - 14 Dec 


Pre-testing for the Clerical Refresher Program 
is scheduleil for 15 November in Room 2300, Wing 
C, Alcott Hi9.ll fit the following hours: 


0900 - 1000 Typewriting 

1000 - 1100 Shorthand 

HOC) « 12CK) English Usage 

The next Clericeil Refl-essher Program will be held 
7 January 1957. 


Instructional Techniques 

B-20 

5 November 

12 

Nov — 16 Nov 

Party Organization and 
Operations 

C-2 

19 November 

26 

Nov - 21 Dec 

Intelligence Techniques 

I-l 

19 November 

26 

Nov - 21 Dec 

Effective Speaking 

1-5 

26 November 

3 

Dec - 21 Dec 

Reading Inprovement 

1-7 

3 December 

10 

Dec - 1 Feb 

("0” course titles are 
listed only in OTR 

Catalog 100-1) 

0-24 

5 November 

12 

Nov - 30 Nov 

S-E-G-R-E-T 
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AREA TRAINING 


Applications for Area Training, Part-Time Language Training, and Inte- 
grated Area-Language Program Training must be submitted to the Regis- 
trar, Office of Training, at least two weeka prior to the starting date 

of the course. 


25X1 A 
25X1 A9a 


COURSE TITLE 
Americans Abroad; 

Basic Country Survey; 


25X1 A9a 


Germany 

(Principal Instructor; 


REGISTRAR'S 

DEADLINE COURSE DATES 


19 November 3 December - 7 December 

Daily 1430 - 1700 


20 November 4 December — 20 December 
3 January - 21 Febrmry 
Tuesday, Thursday 
0900 - 1200 


FOREIGN LANGUAGE PROFICIENCY TESTS 


Rvimanian 7 November 
Spanish 14 November 
French 21 November 
Serbo-Croatian 28 November 


German 

Russian 

Swedish 


5 December 
19 December 
12 December 


The Foreign Language Proficiency Tests are for those persons who already 
have some knowledge of a given language, and are Resigned to ^®st how well a 
person reads, writes, and speaks that language. Individ^ls applying ^ 
intermediate or advanced study of a language may be required by the 
of Training to take the proficiency test in that language in 
termine just what further training will be most rewarding. The P 

of the test (covering reading and writing) requires about 3 - 4 hours and is 
givS in the morning! The oLl part requires about 15 minutes for each per- 
son and is given in the afternoon. Individuals may elect, or 
take tests in reading, writing, or speaking, or any 
abilities. All tests are administered on Wednesday. ^J® ^®®^ 
the first six months of 1957 follows . Call extension 3275 , ^ least one 
week prior to the date of a test, to arrange an appointment. 
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Arabic 

Bulgarian 

French 

German 


22 Miiy 
8 J4iy 

13 February 
1 Meij 
6 Ftibruary 
3 April 
5 June 


Italian 

Norwegian 

Russian 


Spanish 


13 March 
10 April 
27 February 
24 April 
26 June 
30 January 
17 April 
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OTR nno RGEtlCV 
TRRininG OFFICER DIRECTORIES 


OFFICE OF TRAINING 


25X1 A9a 


Director of Training 

Deputy Director of 
Training 

Plans and Policy Staff 
Editor, OTR Bulletin 

Support Staff 

Registration Section 
Processing Section 

Assessment & Evaluation 
Staff 

Junior Officer Training 
Program 

Intelligence School 

School of International 
Communism & the USSR 

Operations School 

Language and Area School 
Proficiency Testing 
Eastern Studies 
Western Studies 


Matthew Baird 



3521 

3521 

3531 

4157 

3732 

8272 

3731 


8307 


3514 

3832 


2428 

3102 

8015 

3318 

3275 

4437 


Room and 
Building 



133U, R & S 


2413, Alcott 
2009, R & S 


2204, Alcott 
201C, ^^|A6a 


2129, I 
2520, Qtrs. I 
2518, Qtrs. I 
2129, I 
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25X1 A9a 0^® 

OCI 


OSI 

OBI 


00 

CONTACTS 

SOVMAT 

STATSPEC ■■■ 


Special Asst, for DD/S 

Audit 

Management 

Medical 

25X1 A9a 

Conaminications 

Comptroller 


Logistics 

Personnel 

Security 



DD/S TRAINING OFFICESIS 


552 

105, Admin 

749 

2052, Q 

2650 

2052, Q 

3326 

1713, Barton 

2521 

126. 


^■1 S 

795 

402, 1717 H 

2265 

523, 1717 H 

2993 

410, 1717 H 

2926 

414, 1717 H 

586 

3016 

2og; frlABa 


2228 

222, East 

2233 

1113, I 

a83 

555, 1717 H 

334S 

1303, J 

2976 

2308, I 

4454 

1039, Alcott 

4134 

2406 , Qtrs, I 

4353 

249, Curie 

8151 

2514 , I 
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